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1. Scan each clearance individually and give the scanned document file a name.
a. Save in PDF or JPG format.
b. Do NOT use special characters (e.g. #, $, %, or /) in your file name!
c. Example file name:
RayMoss ChildAbuse Clearance.pdf or
RayMoss ChildAbuse Clearance.jpg:

Home Share View Picture Tools Example of clearance
v P » ThisPC » Documents » Clearances Scanned documents scanned as PDF
N or JPG format
Mame Type
Sally Student Child Abuse Clearance Adobe Acrobat Document TEKB 474720
S Sally Student Fingerprint Document JPG File 142KB  4/6/20
Sally Student PA Criminal Background Adobe Acrobat Document T140KB  4/28/2

S Sally Student TB test negative JPG File T2KB 477720



mailto:edhelp@temple.edu
https://tuhelp.temple.edu/

2. Log onto the Edportal (https://edportal.temple.edu) and enter your user id and

password. This is the user id and password you use to log onto your TU e-mail account
[Do NOT include the @temple.edu in your username].

https:/fedportal temple.edu/users/login

EdPortal

© GetHelp

Sign In
E-mail/lUsername
tuz12345 -
Password
e @
[J Remember Me

Login e

Forgot Password?

EdPortal version 2

Copyright ©2022 Temple University

For help, go to TUHelp and reference EdPortal in your ticket.

Education, Ritter Hall/Ritter Annex
1301 Cecil B. Moore Avenue, Philadelphia, PA 19122-6091
phone: (215) 204-8017/8011 fax (215) 204-5622
education temple edu

3. Under the "Clearances" section, click on "Manage My Clearances"

https://edportal.temple.edu

EdPortal

@ GetHelp

j_Ap@s -

Clearances

Students registering for courses that
require clearances or intending to
conduct research or work in community-
based projects on school campuses or
where there may be direct contact with
minors must obtain and retain updated
clearances valid through the semester or
academic year, as appropriate. Visit
www temple.edu/education
/clearances.html for details and
instructions. Students should upload
their clearances documentation using the
"Manage My Clearances” link below.

e Manage My Clearances » h

EdPortal version 2

Copyright ©2022 Temple University

For help, go to TUHelp and reference EdPortal in your ticket. education temple edu
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4. If required, confirm the information at the top of the page is correct and click Save
Clearance Info

EdPortal Clearances v © GetHelp Y

My Clearances

Clearances

Please ensure the following information is accurate.

Meed for clearance: Select one... v _

studentOYes
ONo
Are you enrolled in a degree program within the College of Education? If you are not sure, please refer to this list of Degrees and programs.

Save Clearance Info o

You will be able to upload clearances once you have saved your clearance information

Your Clearances are valid through Undefined 0000

Questions and Assistance

More information is available at http://education temple edu/ofp/clearances. For questions about clearances related to a course, please contact your instructor. For questions
related to student teaching. please contact the Student Teaching Office: email: student teach@temple.edu or phone: (215) 204-6070.

EdPortal version 2 Education, Ritter Hall/Ritter Annex

1301 Cecil B. Moore Avenue, Philadelphia, PA 19122-6091
phone: (215) 204-8017/8011 fax: (215) 204-5622

For help, go to TUHelp and reference EdPortal in your ticket. education_temple edu

Copyright ©2022 Temple University

5. Scroll down to the clearance you want to upload and click "Browse..."

https://edportal.temple.edu/student/clearances .

EdPortal Clearances @ GetHelp 1 J\@s -

Clearances for

Required Clearance Sample Document Submission

PA Siate Police Req. for Criminal Recs. =il . Not Submitted

(Act 3d) No file selected.

The file document should look like the sample on the left.
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6. Navigate to where you have saved your copy of the clearance document (in PDF or
JPG format). Select the file name*, click "Open"

https://edportal.temple.edu/student/clearances

EdPortal Clearances~

@ GetHelp 3 April Bross =

Clearances for

Required Clearance Sample Document Submission

PA State Police Req. for Criminal Recs. ) Status: Not Submitted

(Act 34) o No fle selected.
@ / The file document should ook like the sample on the left
Upload
Child Abuse History Clearance @ File Upload x
(il L v A » ThisPC » Documents » Clearances Scanned v | D 2 Search Clearances Scanned
Organize New folder Bz~ M @ Elet
Name Type Size Tags Datef
Sally Student Child Abuse Clearance Adobe Acrobat Document TS KB 4/4/]
S Sally Student Fingerprint Document IPG File 142 KB 4/6/]
Sally Student PA Criminal Background Adobe Acrobat Document 140 KB 4728
heacpiniElhediGaltision) S Sally Student TB test negative JPG File 72 KB 477/
(Act114)
E left
< >
Tuberculin or Letter of Verification from Emplq File name: | Sally Student PA Criminal Background v |AII Files i ‘
(PPD.)

The file document should Took like the sample on the left

Upload

7. Click the "Upload" button. You must do this one at a time. Do not try to upload another
clearance while one is still uploading; it will not work. Confirm that your file has been

Clearances for

R ired CI S le D t issi .
equired Glearance amp'e Documen Status:Submitted means upload
completed

PA State Police Req. for Criminal Recs.
(Act 34)

ffed the Tollowing file:
Sally_Student_PA_Criminal_Background_pdf

In order to upload a new ¢

record { Click on the document name to openfview

it and confirm it appears as expected
Click DELETE to remove
this file and re-upload
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successfully uploaded. You should be able to click on the file name and open/view
your document.
a. Confirm the Status is “Submitted” after the upload.
b. Click on the document file name to view your uploaded document. If you
cannot open it or it does not appear correctly, delete the file and re-upload.
c. Use the DELETE button to remove your upload and upload again, if needed.
8. NOTE: Students who have received approval from their program to complete their
fieldwork requirements at their employment site should select the TB/Verification
Form location to upload their Employer Verification For Form (pdf)

Tuberculin or Letter of Verification from Employer =T Status: Not Submitted
(PPD.) - = | Browse... | No file selected.
If you are submitting verification of your clearances from
your current employer, upload them to this clearance

9. On-the-job approved students can leave the site after uploading their Employer
Verification Form. All other students should repeat this process for each clearance
and have a total of 4 clearances at the end.

10. If you are using a public or Temple computer to upload your clearances, please
remember to delete your file(s) when you are finished. Click on the recycle bin and
delete your file again. It is strongly recommended that you save a copy for yourself.

Reminder for Students with incidents on their record

A student with an offense/incident listed on his/her clearance(s) must also immediately
submit a hard copy of the clearance that lists the offense/incident to the Office of Field
Placement. The Office is located in the Shimada Resource Center -- Ritter Annex 150.
Clearances with offenses/incidents require additional review and approval.
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https://education.temple.edu/sites/education/files/Employer%20Clearances%20Verification%20Form.pdf

Tips for Successful Upload

1.

Confirm you are using the CORRECT web address to access

EdPortal: https://edportal.temple.edu

Confirm you are logging in successfully with your Temple username and password. Do
NOT add the @temple.edu to the end of your username.

Confirm you are clicking on the option to "Manage Clearances"

Confirm that the documents you are uploading are either JPG or PDF files

(images or PDF)

*Confirm that there are no special characters in the names of the files that you are
trying to upload. Remove any #, %, *, & or other punctuation from the names of the
files before you browse and attach them to EdPortal. Also, remove any leading or
trailing spaces from the file name.

If you are uploading a picture of your clearance document, resize the image to be less
than 1mb in file size or less than 800x1200 pixels in size.

Need help? Check out Resize Image online.

Questions and Assistance
If you are still having issues after confirming these items, please login to TUHelp

at https://tuhelp.temple.edu and submit a help request. In your request, please be sure clarify
where you are stopped in the process and include a screenshot of any errors, if possible.

O B =8 httpsy//tuhelp.temple.edu

Explore Temple University TUportal SUPPORT TEMPLE

TUhelp A“ ﬁﬂ mo

Phishing & Alerts Scheduled Qutages

— —

i See All Outages & System Status Reports

s

' |
. B Chat -~ Q Search

I Login to ask a question, ? _' Chat with us. . Search Temple's websites. |
report a problem, request % (even if you can't log in) =
a service or track a request. ;
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